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Extended Leave Processing Overview 

This job aid will provide Payroll Administrators with guidance regarding the entry of extended leave in 

SPOT.  When an employee goes on extended leave, there are activities that performed by HR 

Administrators, TL/Absence Administrators and Payroll Administrators. 

This job aid will focus on what Payroll Administrators will need to enter into SPOT for extended leave 

for Short Term Disability (STD) and Worker’s Compensation (WC) in Cardinal. 

The STD Effective Date should always be the first day of the STD coverage, not the first day of the 

waiting period. 
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STD – Beginning of the Pay Period 

In this scenario, we will walk through the steps for an employee going on STD at the beginning of the pay 

period.  We will use the example of the 4/10-4/24/2021 pay period with the STD effective date of 4/10. 

For these scenarios, we are using TR2 as Pay Group (instead of SM1) 

Human Resources 

• Insert a new effective data row with the first day of the pay period (4/10) 

o Action: Paid Leave of Absence  

o Reason: Short Term Disability   

o On the Payroll tab change the employee’s Pay Group to NS1 and Holiday Schedule to 

HOLSTD 

Note: For more details on how these transactions are processed in HR, see the job aid titled HR351: 

Managing Leaves of Absence (Paid and Unpaid) located on the Cardinal Website in Job Aids under 

Learning. 

Time & Attendance 

• Employee Setup Administrator updates the schedule to a 5 x 8 (Monday – Friday), if necessary.  The 

effective date of the schedule change should be the first day of the FLSA period during which the 

STD begins. 

• Absence Administrator: 

o Enter the STD on the employee’s timesheet.  Absence Administrators should request the 

VSDP Calculation Spreadsheet from Payroll to identify the number of hours of 

STD/Supplement to be entered. 

o If the employee is using leave to cover time not covered by STD (once it drops to 80% or 

60%), enter the absence hours on the timesheet (VAC, SCK, PER)   

o If employee is not supplementing with leave enter those hours using the TRC of STL – this 

allows the employee accruals to continue 

Payroll 

• Payroll Administrators will review HR and Timesheet information, employee compensation and enter 

the appropriate transactions in SPOT for employee to be paid accurately.  See the steps outlined in 

the section below: 
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1. Navigate to the Job Data page using the following path: 

Navigator > Workforce Administration > Job Information > Job Data 

The Job Data Search page displays. 

  

2. Search for the applicable employee by entering the Employee ID or known portion of the Employee 
ID in the Empl ID field. 

3. Click the Search button. 
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The Work Location tab displays. 

 

4. Verify the following: 

a. Effective Date: Beginning of the pay period (4/10/2021) 

b. Action: Paid Leave of Absence 

c. Reason: Short-Term Disability 

5. Click the Payroll tab. 

 

6. Verify the following: 

a. Pay Group: NS1 

b. Holiday Schedule: HOLSTD 

7. Click the Compensation tab. 
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8. Make note of the compensation rate for the employee. 

9. Enter the appropriate information into the VSDP Calculation Spreadsheet located on the DOA 
website. 
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10. Navigate to the Enter SPOT Transactions page using the following path: 

Navigator > Payroll for North America > Payroll Processing USA > Create and Load 
Paysheets > Enter SPOT Transactions 

The Enter SPOT Transactions Search page displays. 

 

11. Click the Add a New Value tab. 
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12. Enter or select the following: 

a. Company 

b. Pay Group 

Note: Enter the Pay Group that the employee is in for the payroll that is being processed.  For 
this scenario NS1. 

c. Pay Period End Date 

d. Transaction Type: Earnings 

13. Click the Add button. 
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14. Enter the following: 

a. Employee ID 

b. Empl Rcd: Defaults to 0.  Update if necessary. 

c. Earn Code: STD 

d. Earns Begin Dt and Earns End Dt is not necessary since this entry is for the current pay 
period. 

e. Amount: Enter the amount from the worksheet 

15. Validate and submit the transaction for approval. 

  



 

                        Payroll Job Aid 

                                   PY381 Extended Leave Processing   
 

Rev 12/17/2021  Page 9 of 49 
 

  

Review Paycheck Page 

In the Other Earnings section of the Review Paycheck page, you are able to see the STD for the entire 

period, which was entered and loaded from SPOT.   

Note: (Source code of OP = SPOT) 
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STD – Effective in the Middle of the Pay Period 

When the effective date for an employee going on STD is in the middle of a pay period, there are specific 

steps that must occur.  In this scenario, we will walk through the steps for an employee going on STD in 

the middle of the 4/10 – 4/24 pay period.  The effective date of the change is 4/15/2021.  

Human Resources 

• Insert a new effective dated row of 4/15/2021: 

o Action: Paid Leave of Absence  

o Reason: Short-Term Disability  

o On the Payroll tab change the employee’s Holiday Schedule to HOLSTD 

• Insert an additional effective dated row 4/25/2021: 

o Action: Data change 

o Reason: Status change 

o On the Payroll tab change the employee’s pay group to NS1 

Note: For more details on how these transactions are processed in HR, see the job aid titled HR351: 

Managing Leaves of Absence (Paid and Unpaid) located on the Cardinal Website in Job Aids under 

Learning. 

Time & Attendance 

• Employee Setup Administrator updates the schedule to a 5x8 (Monday – Friday), if necessary.  The 

effective date of the schedule change should be the first day of the FLSA period during which the 

STD begins. 

• The normal the regular productive or non-productive time should be entered for the days prior when 

the STD begins. 

• Absence Administrator: 

o Enter the STD on the employee’s timesheet. Absence Administrators should request the 

VSDP Calculation Spreadsheet from Payroll to identify the number of hours of 

STD/Supplement to be entered. 

o If the employee is using leave cover time not covered by STD (once it drops to 80% or 60%), 

enter the absence hours on the timesheet (VAC, SCK, PER)   

o If employee is not supplementing with leave enter STL – this allows the employee accruals to 

continue 

Payroll 

• Payroll Administrators will review HR and Timesheet information, employee compensation and enter 

the appropriate transactions in SPOT for employee to be paid accurately.  See the steps outlined in 

the section below: 
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1. Navigate to the Job Data page to review the information using the following path: 

Navigator > Workforce Administration > Job Information > Job Data 

The Job Data Search page displays. 

2. Search for the applicable employee by entering the Employee ID or known portion of the Employee 
ID in the Empl ID field. 

3. Click the Search button. 

 

4. The most current effective dated row displays.  Click the arrow to view the previous row. 
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5. Verify the following on the Work Location tab: 

a. Effective Date: Mid period date when the STD became effective 

b. Action: Paid Leave of Absence 

c. Reason: Short-Term Disability 

6. Click the Payroll tab. 

 

7. Verify the Holiday Schedule field is HOLSTD. 

8. Click the Work Location tab again. 
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9. Click the arrow to view the most current row. 

 

10. Verify the following: 

a. Effective Date: Beginning of the next pay period 

b. Action: Data Change 

c. Reason: Status Change 

11. Click the Payroll tab. 
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12. Verify the following the Pay Group field is NS1. 

13. Click the Compensation tab. 

 

14. Make note of the compensation rate for the employee. 

15. Enter the appropriate information into the VSDP Calculation Spreadsheet located on the DOA 
website. 
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16. Navigate to the Enter SPOT Transactions page using the following path: 

Navigator > Payroll for North America > Payroll Processing USA > Create and Load 
Paysheets > Enter SPT Transactions 

 

17. Click the Add a New Value tab. 

 

18. Enter the following: 

a. Company 

b. Pay Group:  Enter the Pay Group that the employee is in for the payroll that is being 
processed.  For this scenario TR2. 

c. Pay Period End Date 

d. Transaction Type: Earnings 

19. Click the Add button. 
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20. Enter two lines. 

21. On one line enter: 

a. Employee ID 

b. Empl Rcd 

c. Earn Code: RGS 

d. Earns Begin Dt and Earns End Dt is not necessary since this entry if for the current pay 
period. 

e. Oth Hrs: -1 

f. Hourly Rate: enter the amount from the VSDP calculation spreadsheet. (Paysheet was 
created for the TR2 paygroup and full regular pay was calculated.  This transaction will 
reduce the regular pay by the amount that should be paid as STD). 

g. Click the + button to add a new row 

22. On the next line enter: 

a. Employee ID 

b. Empl Rcd 

c. Earn Code: STD 

d. Earns Begin Dt and Earns End Dt is not necessary since this entry if for the current pay 
period.   

e. Amount:  enter the amount from the VSDP Calculation Spreadsheet for the STD 

23. Validate and submit the transaction for approval. 
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Review Paycheck Page 

In the Other Earnings section of the Review Paycheck page on the Paycheck Earnings tab, you are 

able to view the STD and RGS hour adjustments entered and loaded from SPOT. 

Note: Source code of OP = SPOT 
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STD – Effective in the Prior Pay Period 

When the effective date for an employee going on STD is in the prior pay period, there are specific steps 

that must occur.  In this scenario, we will walk through the steps for an employee who went on STD in 

the prior period.  The effective date of the STD is 4/05/2021 and the income replacement percentage is 

100% for 4/05/2021 – 4/09/2021.  Income replacement for 4/10/2021 – 4/24/2021 is 80% STD and the 

employee is using leave to supplement 20%.  The current period is 4/10/2021 – 4/24/2021 

Human Resources 

• Insert a new effective dated row of 4/5/2021: 

o Action: Paid Leave of Absence  

o Reason: Short-Term Disability  

o On the Payroll tab change the employee’s Holiday Schedule to HOLSTD 

• Insert an additional effective dated row 4/10/2021: 

o Action: Data change 

o Reason: Status change 

o On the Payroll tab change the employee’s Pay Group to NS1 

Note: For more details on how these transactions are processed in HR, see the job aid titled HR351: 

Managing Leaves of Absence (Paid and Unpaid) located on the Cardinal Website in Job Aids under 

Learning. 

Time & Attendance 

• Employee Setup Administrator updates the schedule to a 5x8 (Monday – Friday), if necessary. The 

effective date of the schedule change should be the first day of the FLSA period during which the 

STD begins. 

• The regular productive or non-productive time should be entered for the days prior to when the STD 

begins. 

• Absence Administrator: 

o Enter the STD on the employee’s timesheet. Absence Administrators should request the 

VSDP Calculation Spreadsheet from Payroll to identify the number of hours of 

STD/Supplement to be entered. 

o If the employee is using leave cover time not covered by STD (once it drops to 80% or 60%), 

enter the absence hours on the timesheet (VAC, SCK, PER)   

o If employee is not supplementing with leave enter STL – this allows the employee accruals to 

continue 

Payroll 

Payroll Administrators will review HR and Timesheet information, employee compensation and 
enter the appropriate transactions in SPOT for employee to be paid accurately.  See the steps 
outlined in the section 
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1. Navigate to the Job Data page to review the information using the following path: 

Navigator > Workforce Administration > Job Information > Job Data 

The Job Data Search page displays. 

 

2. Search for the applicable employee by entering the Employee ID or known portion of the Employee 
ID in the Empl ID field. 

3. Click the Search button. 
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4. Verify there is an effective dated row for the date the STD was effective.  Click the arrow to view 
previous row. 

 

5. Verify the following on the Work Location tab for the effective dated row for the date the STD took 
effect: 

a. Effective Date: the first day of the STD (4/5) 

b. Action: Paid Leave of Absence 

c. Reason: Short-Term Disability 

6. Click the Payroll tab. 
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7. Verify the following that the Holiday Schedule is HOLSTD 

8. Click the Work Location tab. 

 

9. Click the arrow to go back to the most recent effective dated row. 
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10. Verify the following: 

a. Effective Date: should be the beginning of the current pay period. 

b. Action: Data Change 

c. Reason: Status Change 

11. Click the Payroll tab. 

 

12. Verify the Pay Group is NS1. 

13. Click the Compensation tab. 
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14. Make note of the compensation rate for the employee. 

15. Enter the appropriate information into the VSDP Calculation Spreadsheet located on the DOA 
website. 
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16. Navigate to the Enter SPOT Transactions page using the following path: 

Navigator > Payroll for North America > Payroll Processing USA > Create and Load 
Paysheets > Enter SPOT Transactions 

 

17. Click the Add a New Value tab. 

 

18. Enter the following: 

a. Company 

b. Pay Group: enter the Pay Group the employee is in for the payroll currently being processed.  
For this scenario NS1. 

c. Pay Period End Date 

d. Transaction Type: Earnings 

19. Click the Add button. 
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20. For this scenario, you will enter four (4) lines.   

21. Line one enter the following: 

a. Employee ID 

b. Empl Rcd: Defaults to 0.  Update if appropriate. 

c. Earn Code: RGS 

d. Earns Begin Dt: STD begin date (4/5) 

e. Earns End Dt: end of the previous pay period (4/9) 

f. Oth Hrs: -1 

g. Hourly Rate: amount from the VSDP Calculation Spreadsheet that represents the regular 
hours that were paid in the previous period that are being reclassed as STD.  

h. Click the + button to add a new row. 

22. Line two enter the following: 

a. Employee ID 

b. Empl Rcd: Defaults to 0.  Update if appropriate. 

c. Earns Code: STD 

d. Earns Begin Dt: first day the STD was effective in the prior period (4/5) 

e. Earns End Dt: last day of the prior pay period that the STD was effective (4/9) 

f. Amount: amount from the VSDP Calculation Spreadsheet that should have been classified 
as STD in the prior period. 

g. Click the + button to add a new row 
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23. Line three enter the following: 

a. Employee ID 

b. Empl Rcd:  Defaults to 0.  Update if appropriate. 

c. Earn Code: RGS 

d. Earns Begin Dt and Earns End Dt is not necessary since this entry if for the current pay 
period (4/10 – 4/24); however, it is shown here for purposes of the example. 

e. Oth Hrs: 1 

f. Hourly Rate: amount from the VSDP Calculation Spreadsheet that represents the 20% that is 
being used to supplement the STD for the current period.   

g. Click the + button to add another row 

24. Line four row enter the following: 

a. Employee ID 

b. Empl Rcd:  Defaults to 0.  Update if appropriate. 

c. Earn Code: STD 

d. Earns Begin Dt and Earns End Dt is not necessary since this entry if for the current pay 
period (4/10 – 4/24); however, it is shown here for purposes of the example. 

e. Amount: amount from the VSDP Calculation Spreadsheet that represents the 80% STD for 
the current pay period. 

25. Validate and submit the batch for approval. 
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Review Paycheck Page 

In the Other Earnings section of the Review Paycheck page on the Paycheck Earnings tab, you are 

able to view the STD and RGS hour adjustments entered and loaded from SPOT. 

Note: Source code of OP = SPOT 
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STD – Returning from STD in the Middle of the Pay Period 

When the effective date for an employee returning from STD is in the middle of a pay period, there are 

specific steps that must occur.  In this scenario, we will walk through the steps for an employee returning 

from STD in the middle of the 4/25 – 5/09 pay period.  The effective date of the return from STD is 

5/5/2021.  For this scenario, the employee is at 100% for STD. 

Human Resources 

• Insert a new effective dated row of 5/05/2021: 

o Action: Return from Leave  

o Reason: Return from Leave  

o On the Payroll tab change the employee’s Holiday Schedule to HOLSAL 

• Insert an additional effective dated row 5/10/2021: 

o Action: Data change 

o Reason: Status change 

o On the Payroll tab change the employee’s pay group to TR2 

Note: For more details on how these transactions are processed in HR, see the job aid titled HR351: 

Managing Leaves of Absence (Paid and Unpaid) located on the Cardinal Website in Job Aids under 

Learning. 

Time & Attendance 

• Employee Setup Administrator updates the schedule to a 5x8 (Monday – Friday) if necessary. The 

effective date of the schedule change should be the first day of the FLSA period during which the 

STD begins. 

• The regular productive or non-productive time should be entered for the days after the STD ends. 

• Absence Administrator: 

o Enter the STD on the employee’s timesheet 

o If the employee is using leave cover time not covered by STD (once it drops to 80% or 60%), 

enter the absence hours on the timesheet (VAC, SCK, PER)   

o If employee is not supplementing with leave enter STL – this allows the employee accruals to 

continue 

Payroll 

• Payroll Administrators will review HR and Timesheet information, employee compensation and enter 

the appropriate transactions in SPOT for employee to be paid accurately.  See the steps outlined in 

the section below: 
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1. Navigate to the Job Data page using the following path: 

Navigator > Workforce Administration > Job Information > Job Data 

The Job Data Search page displays. 

 

2. Search for the applicable employee by entering the Employee ID or known portion of the Employee 
Id in the Empl ID field. 

3. Click the Search button. 

The Work Location tab displays. 

 

4. Click the arrow to view the previous effective dated row. 
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5. Verify the following: 

a. Effective Date:  Date the employee returned from leave 

b. Action: Return from leave 

c. Reason: Return from Leave 

6. Click the Payroll tab 

 

7. Verify the Holiday Schedule is HOLSAL 

8. Click the Work Location tab. 
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9. Click the arrow to return to the most recent effective dated row. 

 

10. Verify the following: 

a. Effective Date: should be the beginning of the next pay period 

b. Action: Data Change 

c. Reason:  Status Change 

11. Click the Payroll tab. 
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12. Verify the Pay Group is TR2. 

13. Click the Compensation tab. 

 

14. Make note of the compensation rate for the employee. 

15. Enter the appropriate information into the VSDP Calculation Spreadsheet located on the DOA 
website. 
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16. Navigate to the Enter SPOT Transactions page using the following path: 

Navigator > Payroll for North America > Payroll Processing USA > Create and Load 
Paysheets > Enter SPOT Transactions 

The Enter SPOT Transactions Search page displays. 

 

17. Click the Add a New Value tab. 

 

18. Enter or select the following: 

a. Company 

b. Pay Group: Enter the Pay Group the employee is in for the payroll being processed.  For this 
scenario NS1. 

c. Pay Period End Date 

d. Transaction Type: Earnings 

19. Click the Add button. 
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20. Enter the following: 

a. Employee ID 

b. Empl Rcd: Defaults to 0.  Update if necessary 

c. Earn Code: RGS 

d. Earns Begin Dt and Earns End Dt is not necessary since this entry if for the current pay 
period (4/25 – 5/09); however, it is shown here for purposes of the example. 

e. Oth Hrs: 1 

f. Hourly Rate: Amount from VSDP Calculation Spreadsheet for regular hours 

g. Click the + button to add a new row. 

21. On the next line enter: 

a. Employee ID 

b. Empl Rcd: Defaults to 0.  Update if necessary. 

c. Earn Code: STD 

d. Earns Begin Dt and Earns End Dt is not necessary since this entry if for the current pay 
period (4/25 – 5/09); however, it is shown here for purposes of the example. 

e. Amount: enter the amount from the VSDP Calculation Spreadsheet for STD 

22. Validate and submit the transaction for approval. 
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Review Paycheck Page 

In the Other Earnings section of the Review Paycheck page on the Paycheck Earnings tab, you are 

able to view the STD and RGS hour adjustments entered and loaded from SPOT. 

Note: Source code of OP = SPOT 
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Worker’s Compensation 

Worker’s Compensation works similar the STD transaction process in Cardinal.  The only difference 

would be in the earnings codes used in SPOT.   

• In Cardinal there are two types of Worker’s Compensation statuses: 

a. VSDP 

b. Traditional 

 

Example of Worker’s Compensation VSDP in a Prior Period 

The screenshots below are an example of an employee with worker’s compensation (VSDP) with an 
effective date in the prior period where the employee is eligible for Temporary Total W/C and 100% STD 
income replacement for the prior and current pay period. 

For this example:   

• Current pay period end date: 4/25/2021  

• Effective date of the worker’s compensation 4/19/2021 
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Review Paycheck Page – Worker’s Compensation Prior Period 

In this example, since the Worker’s compensation was from a prior period, you can see that the taxes 
were taken from the prior paycheck (first screenshot). On the current pay period paycheck you can see 
that the taxes were refunded (second screenshot) based on the prorated time when the worker’s 
compensation became effective. 

 

Paycheck Taxes from prior paycheck  
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Paycheck Taxes refunded on the Current Paycheck 

  



 

                        Payroll Job Aid 

                                   PY381 Extended Leave Processing   
 

Rev 12/17/2021  Page 44 of 49 
 

  

Example of Worker’s Compensation VSDP Transaction  

The screenshots below are an example of an employee with worker’s compensation (VSDP) with an 
effective date at the beginning of the pay period. The screenshot below shows the additional transaction 
that would be required if additional pay was due to the employee to meet the total income replacement 
threshold.   
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Review Paycheck Page – Worker’s Compensation VSDP  
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Example Worker’s Compensation SPOT for Traditional 

The screenshots below are an example of an employee with worker’s compensation (Traditional) with an 
effective date at the beginning of the period where the employee is eligible for worker’s compensation 
and worker’s compensation supplement. 
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Review Paycheck Page – Worker’s Compensation Traditional 
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Appendix 

Crosswalk between Short Term Disability and Worker’s Compensation 

When entering worker’s compensation in SPOT, use the appropriate earnings code based on the type of 
worker’s comp that is applicable for the employee. 

 

 

 

 


